FICE CARE? Seto 
CLERICAL 


- PLMORANDUR FOR: UGirector of Centre] tatelligeace | 
SUBJECT ; Career Macagement of Clerical Enplcyees 


i. Ch Li Septenber 1974, the CIA Management Committes 
wet and considered the cereey management of clerical per- 
soasel. Taey did sot endorse an Agency-wide career service 
for secretarial and clarical pesitions. The committee ro- 
viewed 2 propesal offered oy the Office of Persenne) end 
after detervinineg that thera weuld be serfeus problems ia- 

-yolwed in embarking os a formal program agreed that each | 
Career Service would conduct s review en hew best te pre- 
csad and repert to the Committee within sixty days. 
subject of clerical exployees has not been reconsidered by 
the Comeittes sinca the September meeting. 


Zz. It was agreed aise at the September seetiag that 
there should be an cvalwuation of secretarial positiens to 
jetersine if there is a basis for upgrading sone ef the 
positions. As a means of facilitat ag the review ef pesi- 
tiens te be conducted by the O€fhce of Persennel, it was 
seeided that each Career Serplee vould conduct a review and 
initial screening of pesitioss$ which might be considered 
for uperawiing. The DDA aas advised thet i¢ has ne positions 
appropriate for upgradiag. The BbO is will conducting its 
review au/ initial screening. Mo repert hes beea received. 
fron the ODSa4T. ‘The office ef the BCI and the DDI have sub- 
nitted several requasts for upgrading and a review of the 
wesitioens is currently in :regress. 


3. iF ae aware that there is seme feeling on the part 
of senior secretaries that they sheuld have a separate 
career systes. I believe an Uepertent aspect ef a career 
system for clericals wevld be previsiea ef a crossover fer 
qualifiecé sersennel Into seni-profesaional aad prefessicnal 
pusitions, ith apprepriate career counseliag and initia- 
tive by the exployee, such cressover should go far to serve 
the need of senior secretaries fer career edvaacenext. 
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&. Dowill contact the cecretary, CLA <anacement 
Fonsittee, to ciseuss the status of the crepesal for # 


i , 


FY, &. x. Janney 
Director of Perscsnel 


“istribution: 
urig & 1 - Adse 
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TABLE I 


Questionnaire Responses - Secretary Study 


Totals DCI/ODI DDST 


DDA 


Response (104) (30) (29) (21) (24) 
YES NO UN YES NO UN yes NO WwW 7 NO 


Career Advancement Potential : ; YES NO UN 


Felt secretary field lacks career 
advancement potential 


Felt shorthand should not be a 
requirement for pramotion 


Thought linking secretary position 
grade to that of supervisor is 
unfair 


Felt career counseling is needed but 
nonexistent at this time 


Thought current internal training 
too narrowly focused for GS-09 
level and below 


Felt word processor has made the 
work easier: to accomplish 


Liked idea of optional rotational 
assignments Agency-wide 


Felt shorthand to be a dying art 
supexgeded by the computer or 
dictaphone 


Questionnaire Responses - Secretary Study 


DCI/ODI 
Response : 30) 


Believed BOD's to be promoted too 
quickly without comparable level 
of experience in the Agency 


Liked idea of having a career service 36 


Perceived interdirectorate pramotion 
Policy as inconsistent 


Felt Agency underpays secretary 
vs private industry 


Felt computer/word processor impacts 
on level of knowledge needed to 
perform the work but not reflected 
in salary 


we 


Questionnaire Responses - Secretary Study 


Totals DCI/DI DDST . DDA DDO 
Response 104 ‘ 30 29 21 24) 
Professional Attitude Barrier: YES NO OW YES NO OW YES NO” UN YES NO” UN YES NO UN 
Felt well utilized by manager 80 21 3 20 10 0 23 6 0 17 3 2 20 2 2 
Thought occupation lacks an Agency- ' : : , 
- vecognized sense of professionalism 77 18 9 “21 9 0 19 5 5 16 4 1 21 0 3 
Perceived management as not using 
QSI or Cash Awards as an incentive 
tool for excellent performance by . Soa : 
secretaries ray 28 5 22 8 (¢] 14 13 2 15 5 1 20 2 2 
Felt rapport with manager is 
open, honest and dynamic . 60 25 19. 18. 8 4 14 7 8 12 6 3 16 4 4 
Felt her skills in office manage- 
ment are not recognized by grading 
system 53 42 9 14 15 1 17 12 0 il 9 1 11 6 7 


Thought Division and Branch 
secretaries having the same-graded fe 
positions causes management problems 53 0 
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